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Assistant Direotor for Operstions

Assistant Director for Speelal Operations

Asgistant Director for Collsstion and Dissemination
Gnief, ICAPS

Ghisf, Advisory Counoil

Exscutive for Imspection and Seourity

Exscutive for Adainistration and Hansgemant
Gsneral Counsel

SUBECT Storage of Vital Doomments,

WHORAHUUM POR1  Assistant Director for Reports and Estimates /

1, Effective 10 August 1948 a Vital Records Storage Committee is
eatablished to develop methods and procedures mecessary to sslset and
provide safe storsge and plan for the use of oertain vital CIA documenta,

‘ 2. The Committee will consist of the Assiztant Director for Collec-
tion and Dlassmination or his desigmee as Jhairmen, and ong meaber and
alternate appointed from esch Office and Sitafl Section. The Recorder
will be tie repressntatiwe of the Executive for Administration and Manage~
mnt., The Comxdttes will meet at the call of the Chalrman,

3, Ths prineipdl function of this Commitise will bs to recommemd to
the Director a plan covering:

&, Selsgtion of material to be presarved,
Ps Mathod of duplisation af material

8. Mothod of storape,.

d. Selection of a site for storage.

#. DPersonnsl requirements,

£+ EBquipment and overall finenclal requiremsnia (other than
personnel)

g« Hethods of transport for mtei-ial.
he M3t od of safeguarding the matwerial,
e Im coocpe-atien with the CIA of{ises sonserned, the Commdttes will
als? develop and recommend procedures to assurs that the program will be

astive, the f{iles restricied tc esssential material and cover other fune~
tions necessary to the miasion,
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S« The indtisl report of findings and reccmmendations of the Com-
aittes will be submittad to thelirector through the Zmecutiwe for Admine
istration and Yansgement by 1 Ootober 1748,

————

R, M, HILLENKORTTRR
Rear Adniral, USN
Director of Central Int2lli;snoe
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REFERZECE CEATER
Foreign Induatrial Reglster

4 Fabruary 1948

HEMOBARUIM 501 Chief, Reference Center
BUBSUCY: Establishment of Alteraate Set of FIR records.

1. In sceordance with your verbtal instructions, the following
fons are offered in the event the records and flles of the
Yoreige Industrisl Register were destroyed and operations were re-
guired 2o be sst up from an slternate set of records.

a. Hatarials %o be sioyed:

{1} Ons complete set of "ICF" cards and/or saalyeis
sheats.

(2) An additionsl set of tabulating pumch csrds in-
cluding pertinent axplanatory motes,

{2) Omne copy of all operating yrocedursa of IR,

{1) 1Tus preferred method of reproduscing the *I(P®
sards and asalysis sheets for altermaté records
wonld prodadly be microfilming. This msthod is
no doudt immediately move costly im persomnel
and fomds tut in the long run would orovide the
nost expeditions means of converting the iafor-
maiion for seiting up operstions and in the
interim would favclve less storsge cost. Miloro-
filming lends i8eelf to & resdy and rapld re-
profurtion of the data, In the event the unit
were activated and nultli;le coples of the pe-
sorded inaforuaticon were reguired,

{2) Tha additional set of tadulating punch cerds
wsuld ds reproduced as a part of our sontimuing
speratione with relabively little inerease in
personnel.

{3) An additiomal copy of operating rrocedures would
fmvolve no 4ifficulties whatscever,
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= Sransnizsion of materisls hereln proposed poses BO
yrodlens, Carsful and adequate peokaging hers would te Regtssary.

ﬁ»n should be mads for receiptisg of saterial oa the receiv-

A1l material would de dated so as %o ansizt in she
reconatraction of the Files held at the sourcs, Pericdleally, énd

in say imstamce ao aoXe frsausntly thean ansually,the fils st alternstis
site would Do drought wp to date by passproduction here of an
ontirely mew and current set of tadulating puneh cards to supplant
gompletely the card file at alteranate site,

4. HSomge rassirepeata:
Ty is sstimatsd the following sabiasts would be required:
{1} &t present!
1 ~ Migrofiln cabdinet
2 . 20 drawer, tadulating punch card file cabinets,
{2) 3By Jene 30, 1948
1 = Blerofils Cabinet
$ - 50 dyaver, tadulating punch eard file cablnets.
{3) Asnua) imcrement of space Teguiremente:
1 ~ Hicrofilm Cedinet
2.3 20 drawer, $abulating pumsh eard file cabinets.
s, Pazsannsel snd Machines:

Personnsl regquiresents would de zepligidle. Periocdle
sulk filimg snd receipting for imeoming saterinls would te Tequired
st alteraate site. Tsbulating punch card reporéuction here, az well
as packaging and econtrol om transmizsion would alss be involved., As
nearly as o2 be estimated al this time s total of ome men-jear wvomnld
prebably cover the emtive a'diitenal work losd coeasiomed by FIR
materials.

It is 50 De sssumed thet a suffjclent complement of

saehines will be avcilable in order to set up and resume operstions
at the slternate site.
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L, Februery 1948
| MEMORAMDUM TO: Chief of Reference Center, A&M

SUBJECT': Requirements for Duplicating Records of Central Index
Por Use in the Event of the Destruction of Original
Records.,

1, The subject heas been considered from two points of view:

(2) That it is desired to establish duplicete records which
would perunit the imnedisxte resumption of procedures and services to
be rendered on the same basis as established in Washington.

(b) That it is desired-to establish a duplicate set of
records which would preserve the information contained in the
original records in & menner permitting service to be inmediately
rendered on sn effective but limited basis with full service to be
reestablished after a period of time,

Index to Documentary Material.

2. Under the reguirements in 1 (a), it would be necessary to

. reproduce daily zll the cards prepared for documentary meaterial; forward
the duplicate cards each dey to the security aree; znd maintain operating
persomnel and mechines at that point to file the duplicate cards in
sccordance with procedures prepared for the filing operation. In addition
to the limited number of machines required for the filing operstions, it
would also be necessary to have sufficient IDi and facsimile standby
machines for use upon notice of destruction of the original records.

To prepare the duplicate records for the documentary index,
approximately one-third more permenent operating personnel would be
required in Washinbton during the period when the volume of meterial pro-
cessed is at its estimated peak of 6,000 cards a day. The operations in
the Central Index will probably be running at full capacity in the summer
of 1949, and the buildup to that peak will be gradual as indicated below
by the number of cabinets reguired to house the duplicate records.

30 June 1948 2 cabinets
30 December 1948 8 cabinets :
30 June 1949 15 cabinets -/

After 30 June 1949, approximstely two cabinets a month will ﬁ//
be added. ;

The above figures do not take into consideration the reduction
in filing space which will be occasioned by the elimination
of cards for material which may become obsclete,

3, Under the requirements in 1 (b), the following procedure in
connection with the documentary index file would eliminate the necessity

-1 -
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to duplicate the extensive documenbary card index. It would permit an
immediate means of furnishing of data to fill requirements, and it would
provide the necessary source material for reconstructing the card index
file over a period of time. '

(a) The reference cards which will be processed for the
reference index file will be typed and punched from transmittal
sheets prepared daily by the Library. The transmittal sheets will
contain in concise legible form all of the data to be typed and
punched in each card; a bibliographic statement and an abstract of
the subjects covered by each document; and other pertinent data
identifying the document which will not require typing or munching
in the card. fach transmittal sheet will be consecutively numbered,
and the transmittzl sheet number will be included in the typewritten
material on each card.

From these sheets the reference card file could be
reconstructed., At the peak of operations it is estimated that there
will be 1,000 of these sheets per day. .

It is recomaended that each day the transmittal sheets
be sorted into transmittal sheet number order and microfilmed in
thet order. This would require approximately one-third of a 35mm -
film per day. Upon completion of a reel, the reel would be indexed
to show the days and the beginning and ending number of the trans-
mittal sheets conteined on the film, These films would be forwarded

to the' security area and filed in chronological order.

(b) Hach day the Central Index will automatically prepare
from the cards processed catalog sheets showing the bibliographic
statement and the abstract of each document processed. These sheets
will be prepared in such a mammer that they may be accurulated in
loose lesf binders by subject and area thereby providing a written
record of all data contained in the reference file and the data will
appear on the catalog sheets in the same order as the reference file,
i.e. by subject by area.

This accumiletive catalog will nrovide, in case of
destruction of the index cards, a mezns for imuedistely locating
material to £ill requests and will be in effect a written summary of
all intelligence material processed by the Central Index. Present
procedures vrovide that the catalog sheets be prepared daily from
of fset mats so that the preparation of additional sheets to be stored
in the security area will be automatic.

It is recommended thet catalog sheets be forwarded
daily to the security area, znd that personnel employed there be
responsible for properly filing sheets in the loose leaf binders which
would be provided for that purpose. At the pesk of operations there
would be approximately 400 sheets a day to be placed in the binders,
One clerk would be required for filing sheets and keeping the catalog
in order.

If the above procedure were placed in effect, the only

operations which could nob be made effective immedietely would be
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the preparstion of statistics, the collating of material received
daily with unfilled reguests and continuing project cards, and the
tabulation of special reports, )

It is believed that under this procedure new material
should be processed daily and placed in a reference file so that -
the current material, together with the cataloged material, could be
used to fill requests for intelligence information. At the same time
key punch operators would be employed to reconstruct the cards for
the cataloged mabterial from the microfilmed transmittal sheets,

!

Ten library book stacks occupying 30 sg. ft. of floor f;:*b

space would accommodate catalog sheets prepared over a period of
two years of peak volume operation.

Graphic Haterials Division.

L+ Since procedures have not been established to use the
facsimile method in connection with graphic materials procedures, the
procedure described for the documentery index could not be applied. It
is therefore recommended that the cards for the graphic materials index
be reproduced so that a duplicate file of cards could be established.
The volume of such cards and czbinets required to house those cards is
contained in the report submitted by the Graphic Materials Division.

Administrative Section.

5, The plans for this section have not progressed sufficient-
ly to prepare estimetes and should be made the subject of a later report.
Tt is believed, however, that the duplicate records for this work could be
microfilmed and a relatively small storage spece would be recuired.,

Chief, Central Index
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MEMOR AN DUN 4 Pabruary 1548

T0 t Deputy Chiel,
Refesrence Center

SUBJECT: Duplication of Important Library Materials

As & preceution egeinst the possibility of logs of certain intelli=
gmoe doouments and other irreplacealle ltems, the summsry liated below
includee those items whish should be oansidersd for duplicetions

' No, of Cebinete Reguired
I Desoription of Hatorial Present Yearly inorement

s All TOP SECRE? material produced by
the intelligcnoe activities 1 2

, Bi 41l publications produced by CIA
(1501&&13@ FBIB Daily Reporta) .10 24

@& Cebles and Alrgrems (TOP SECRET -
and below) 16 | 12

Shnlv1%§ Reguife&
Freasen early rement

1&11 basic intelligence studies such

as aife’xs. British Geographical Handbooks, 100 1linear 100 linear fest
Zone Handbooks, ISTD, USSBS, eta. feet

- #+ Certsin standard foreign and domestic . '
reference books {directories,. encyclopedias, 100 lineer 50 linear

and baaks; dietionaries, stes) fect feet
II &ﬁhines Required

#: ‘Paxograph
ks Hiorofilm reading machine
8i ¥lerofllm storage cabinet

III F%rsannel Required .

tananﬁa of the above material and eguipment would re%umre the full
tiﬂﬂ services of one P-2 Librarian and one nale S5P-§ Librarf Assistant,

B [ |
Aoting Chief
Intelligence Doouments Division -
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3 Pebruary 1948

MEMORANDUM TO: Chief, Reference Center, A & M
SUBJECT: Duplicate Hecords

1. The following data are approximats figures represent-
ing valuable intelligence ltems under the cognizance of the Graphic
Natarials Division which could well be preserved in duplicate should
s diszster nullify all the work as represented in ocur lecal records.

Hprg ,‘

- It would not be feasible to duplicate copies of the
sctual map material on hand., ¥e have no map collection, as such, of

any size but our machine records cards represent the polentisl re-

sources of all mpp items processed from other holding agencles,

{M}Ax&y Hap Service is actually preserving duplicates of valuable

WADE } e

It is expected that when the budk of this processing
is completed the Hap Section will have recorded 48 spproximately
750,000 cards repmaent-irﬁ 1,500,00) titles. These can be recorded
at ém rate of approximately Socfwk/parnon. #e have on hand approx-
imately 8,000 cards, . ‘,

Estimating 60,000 IBM cards to a cablnet, da@piicata
map records could be contained in thirteen cabinets which would be
filled, with our present staff, at the rate of approximstely two and

ene-half cabinets per year,

Cards recording essential data on related publications
such as atlzses, gasetteers, stc,, will probably total 1,000, whieh
o#n be procesaed at the rate of 150/wk/person. We have on hand spp-
proximatealy 400 such cards. These could be contained in one drawer
#f an IBH eablnet. ’

Our Piotorial Record Section has on hand appro;imtely
.}ﬁmiaoa master »rints and 1,500,000 negatives., There are approx-

;
<

1,500,000 duplicate prints, many of which will eventually be

destroyed for lack of space and demand. The master file will be re-
sorded on YBY caerds as will selected photo coverage of other holding
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és, The rate of cading these cards has not besn established -

but appraxtmately 350/wk/person could probably be reached. The bulk
of the photo coverage would require approximately 2,000,000 cards

uwm cabinet space of 34 cabinets, shich would be
“£1lled z ori five fledd teams) at the rate of three cabinets
per ysar,

The latest or mest valuable photography would be proc-
- essed first to miniadze the importance of the backlog of mterial to
’ be proc essad. ,

In addition to prasm'ving the records of all this pho-
, Gome consideration should be givento £iling duplicate prints
of selected photbgraphy. This could be dona with st.cmge space of
uypreximtoly ,500 prints per drawer or 10,000 to a &-dramr letter-
size cabinet, A collestion of 100,000 prints from CIA files would re—
quire ten A~drawer or eight 5-dmwer cabinets,

Ela

The Film Section is not far encugh along to be able to
produce even approximate figures for this study.

e '

Graphic iaterials Mvision
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3 February 1942

MEMORANDUK 104 Goordinating Staff, Refersnce Center, M.
BUBJECT: Contect Control Reglster Monthly Report.

1. %he statistics ocutlined below refleect the sistus of the
Contaoct Control Register as of 29 January 1548, and are submitted for
incliusion in the Operational Analysis Handbook which is being prepared
for the Director by Msnagement Branch, A&M:

Documents Feceived

Miscellaneous Reporte and Forme 636
Intelligence Reports k32
Bame~check Requests 119

Eame~-cheok Heports

Bources Indexed

Originating Agency Organizations Individuals

= T g
Aymy bk
Havy 5 12
Qther {1) 3
81 88
B3]
Bources Indexed (Cumulative)
Originating Agency Organisations Individualw
2 s B
Na 132 279
_ Other 17 208
: 1031 1018
Lo

#8ince most sources possess information regarding two or more subjects
in more than cne sres, the foreign intelligence potentisl of the 2049
reocorded sources is reflectad by 8380 area cards and 30,L11 subject cards.
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Number of Sources Indexed by Selected Qountries

pasR 267
FPoland 81
Cxschoelovakia 93
Bungary é
fumanis
Tugoslavia 5k
Albania 10
Finland 15
reece 13
Furkey . 92
Iran sh
Manchuris ié?
Spain
Argentina a2
Xorea Ly
Pulgaria 3¢
Bources eun Bussia by Major SBubliects

Qeneral Information 2
wWlitary 13
Haval 7
Aly Yorces T
Polidical 63
Boonomic ~ General 80
Public Service Systems 68
Fuels, Metals & Minerals 78
Agriculture, Forestry

& Fishing 23
Manufacturing us
Transportation A
Communications 26
Seciologic 78
Topographie 76
Biographic . 5L
Sofentific 15

2. The Contect Control Register, in & discussion with
25X1 [ | of Nanagement Branch, A4M, suggesied certain changes which
the Register would like to effect in the presentatien of the Qontact
Qontrol Register section of the Operational Analysis Handbook.
25X1 | |stated that Manapement would be glad to reviee ihe presenta-
tion of the Register, but that because of the scarcily of draftsmen, the
reviaion could not be effected for the month of Jamary. It was recom-
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25X1 mended byl

that suggested revisions be submitted any time

after 15 Pebruary for inclusion in the February editiocn of the Handbook.
After consultation with the Coordinating S5taff, the Contact Conirel

Reglster will propose its recommendations to Management Branch in the
third weesk of February.

ce: Chief, Reference Center, AdM.

Chier, Contact Countrol Register,
Reference Center, A&N.

v

SECREY
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Yebruary 3, 1948

of, Refsronce Center

SUBJECT: Duplication of BIR files

1. %The possivility of setting up duplicate files of all pertinent
information meintained by this Heglister has deen considered both
from the standpoint of the Intelligence Section and thst of the
Index Section and it was dscided to duplicate only the punch card

files.

2. This would involve processing the following punch card files here,
and ot the field imstesllatien.

8. Baslc Card: this file will be maintained in alphedbetical

v.

-

secnance and will contain the following information on
egch individosl.

{1) Heme {variants snd aliages)
{2) Present occupation
{3} Soundex

(&; Citizenship

{5) Birth date and place
{6) Race-sex

{7) Marital status

(8) Religion

{9) Besidence
{iu] Bducation
{11) Case number

Organization Card: thie file will be mainteined in sequence
By category within locution of organization and will contsin
the following information.

{1) Hame of organisation

{2) Category of organization

{3) Locztion of organisation
{#4) Esmes of esch member

{%) Position of esch member

{6) Datez entered on duty

{7) Dates terminated from duty

In‘éﬂlimce cerd: this file will be msintained in
malificetion secnence and will contain ths following
{nformation.
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{1) Beme of individnal
é Qualifications of individusl

3} Amcunt of experience {time) for each field
- of qaelification

k;v Citizenship

2 Attitude toward varicus coantries
| Comiry working for

- Military cepadilities
{5} Politicsl tendenciles
10) Political aspiraticns
11) Area fsmiliar with
2} Time spmmt in area
{13) Case mumber

4. BReference card: this file will be maintained in case
pusber sequence and will contzin the following information.
1) Five leiters of surname '
2) Description of document
a Iocation of document
Category of individual
Date of document
Date of activity
g Citizenship
} Cese number

2. In order to accomplish the sbove it is sstimated that the
following equipment and personnel would be nesded immediately.

8. FPersonnel

1 Senior machine operstor-—supervisor
1 Machine operstor who can key puach
2 Telatype operators

1 Clerkx

». Emipsent

I3 interprester

Xey puanch mechine
Telstype machines

Borter

Tape cutting machine

7 transeribing sachine
Qollator

ter
}igo cabinsts (IBN card), 3 way combinpaticn
File cabinet, cap sisze, 3 way combination
Desks, cards, peper, etc.

e J s e il ok et TN e et
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3. All additions, deletions snd chenges to the Headquarter files would
be cut into a teletype tape which would be transmitted to the field
installation; there cards would be yunched from the teletype tape and
processed into the files. This would produce a duplicate set of files.

4. The teletype is recomrende? as s means of transmitiing these files
for the following ressons:

a. Off panching: it would be impossible to nse the same card
Suge in the ers instsllation and in the field
installation. Sisce mo two gauges are the same, the card
yroduced at the heedguartere would possidly be off punched
wben used in the machines at the intelligence fiel?
installation. Experience bas proved that this crestes 2
tremapdous smount of difficulty.

b. MNelsture content: the molsture content in the zimosghere
of the vicinity of the hesdguarters would probadly vary
a great deal from thet of the field imstallation. Therefore,
the cards st the hesdguarters wuld uizmd end prove 41fficalt
to get through the mzchines at the field imstsllstion.

Mr. Steve Cave of the Intermational Business Machines does
oot recommend thst carde punched in one instsllatiom be
used in the mechines of another installiation.

. All estisstes cre Lased on the flow of material through this

sgister. At present there are 14,593 {ndividuals on file with an
sstimate of 100,147 curds in order to cross index the various
information svellable on these individuals. :

6. It is estimsted that this Register will hit s pesk of 50,000
individuals per year. This will necessitste transferring 375,000
ecards per year over ibe teletype.

Mating Chiefl
Biographical Intelligence Register

SECRET
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